Appendix H. 


Section 504 Self-Evaluation 
for People with DisabUities 



Commission on Disability, Town of Arlington 

20 Academy Street, Suite 203, Arlington, MA 02476-6436 (781) 316-3431 



February 25, 2003 


To Whom It May Concern; 

This is a statement attesting to the fact that the Town of Arlington’s employment practices are in 
compliance with the Americans with Disability Act (ADA). 

The Town of Arlington’s employment activities prohibit discrimination against any qualified 
individual with a disability. The following employment activities are in full compliance with the 
employment standards of the ADA. 

• Job application and recruiting procedures 

• Employee compensation and fiinge benefits 

• Hiring and discharge 

• Job assignment 

• Advancement 

• Conditions and privileges of employment 

• Personnel actions 

• Medical exams/questionnaires 

The Town of Arlington does modify its hiring process and employment practices so that 
discrimination does not occur when a disabled person applies for a job or is hired. The Town takes 
very seriously all ADA requirements to remove any barriers that would deny disabled people fi-om 
full and equal participation in employment. 


Sincerely, 


Jack Jones 
ADA Coordinator 





TOWN OF ARLINGTON 

EMPLOYEE HANDBOOK 



TOWN OF ARLINGTON 

The contents of this handbook have been prepared to provide both new and present 
Town employees with current and useful information regarding their employment. It is 
hoped that this publication will be a useful reference regarding the rights, privileges, and 
responsibilities of a career in Town service. 

As employees of fhe Town of Arlingfon, we are constantly being challenged to provide 
the citizens with the highest quality of services possible. Each one of us has an imporfanf 
role in fhe efficienf operafion of Town governmenf. Whefher an employee of four days 
or forfy years, we musf renew our pledge every working day fo serve as well as we can. 

If you have any quesfions please feel free fo confacf me, or any of the staff in the 
Personnel/Payroll Department. We are here to assist you with any matter relating to your 
employment. 


With best wishes. 


Caryn E. Cove 
Director of Personnel 




AMERICANS WITH DISABILITY ACT 

The Americans with Disabilities Act (ADA) grants civil rights protection to individuals with 
disabilities by guaranteeing equal opportunity for individuals wifh disabilities in the areas 
of: employment, public accommodations, transportation, state and local government 
services and telecommunications. In employment, the ADA states that employers may 
! not discriminate against an individual with a disability in hiring or promotion, if fhe person 
is ofherwise qualified for fhe job. Employees who have parficular quesfions abouf the 
j ADA may contact the Personnel Office at extension #3121 or the ADA Coordinator at the 
j_ _Community Access Office, exfension #3431. 
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PHONE NO. : 


Mar. 25 2003 09:29HM P2 


FROM : Panasonic FftX SYSTEM 


ARLINGTON COMMISSION ON BISABILITY 
MEETING MINUTES 
FEBRUARY 19,2003 


Members Pretest: Alan McClennen, Jr., Joe Gitirleo, Barbara Cutler, and Barbara Jones 

Members Absent: Lin Bsksr, Louis Krodel, Tom Boudreau 

Present: Jack Jones 

Guest Present Patsy Kxaemer 


Meeting Minutes ®f November 20,2002 and December 18,2002: 

Tabled until the March 2003 Meeting. 

Arlington Open Space and Recreation Plan: 

Patsy said that playground improvements are fully compliant with ADA requirements. Patsy 
requested input from the Disability Commission regarding future playground or fieldwork upgrades. 
Patsy said an accessible walkway at die reservoir was constructed xo help disabled children enter the 
water safely. 

Alan said that Reeds Brooke upon completion would meet all ADA requirements. Reeds Brooke will 
include softball and a little league diamond and two soccer fields. Alan said that the next large field 
improvement will be at Robbins Farm. 

Disability Commission Members received copies of the Town’s Open Space Plan that was prepare 
by John Jalbert, Director of Recreation. 

United Methodist Calvary Church: 

Jack said that Bob Baker, Project Manager United Methodist Calvary Church, sent the Commission a 
letter expressing appreciation for the Commissions support duriiig the proeess of designing and 
building the elevator at the Church. Bob said in his letter that for the first time in a long time several 
church members were able to meet in the second floor social hall. 

AAB Compliimce Issues at Peirce School: 

Jack said he w'as concerned that the contractor working at the Peirce School would receive the final 
payment before adjusting the slope of the walkw'ay on the Park Ave. Ext. side of the building. Alan 
said be would mention tMs concern to Nancy Galkowski, Acting Towm Manager/Member of The 
Town’s Permanent Building Committee. 


Other Bsisiaess: 

Jack said the Acting Town Manager received a complaint regarding the location of the accessible 
parking space located on Alton Street at Broadway Piaza. The Commission agreed that this space 
should be moved to a more visible location on the monument side of the Broadway Plaza parking 


area. 





FROM : Panasonic FfiX SYSTEM 


PHONE NO. ; 


Mar. 25 2003 09:30fiM P3 


Regioiisl CcmnussiGii oa Bisibilitles Mcelisg: 

Jack said the Massachusetts Office Ou Disability would conduct a regional meeting at the Arlington 
Town Hail Auditorium on June 11, 2003 from 1 ;00 to 4:00. Jack said that Myra Berloff, Acting 
Director of the Massachusetts Office on Disability and Joni Mullane, Assistant Unit Coordinator for 
Community Services would attend this meeting. 

Co mmuni ty Developsnmt Updste: 

Alan said that a Special Town Meeting would be held on May 5,2002 to discuss plans for 
development of the former Symmes Hospital property. Alan said the Redevelopment Board would 
develop land use controls. Alan said that all plans have 50% open space, medical usage, positive 
revenue schemes, and affordable housing. 

Legislative Update: 

Barbara C. said that a legislature recqjtion at the State House would be held on March 12, 2003 from 
10.30 - 1:00 P.M. The Commission agreed to be listed as a co-sponsor of this event. Barbara said that 
this event is an opportunity to obtain information regarding legislative, budget and policy priorities. 

Adjournment: 

The meeting adjourned at 5:35 P.M. 



Commission on Disability 

(from the Town of Arlington 2001 Annual Report) 

In its eighth year of service, the Arlington Commission on Disability has continued to 
work closely with Arlington officials, residents, public and private agencies, and others to insure 
that people with physical, sensory, cognitive, and other disabilities have equal access to Town 
facilities, services, and programs. The commission consists of nine commissioners, all volunteers. 
As mandated by state law, the majority of commissioners have a physical, cognitive, or sensory 
disability. One of the commissioners lives with, and cares for, a family member with a disability. 
One member of the commission is an appointed official of Arlington and one member is a 
provider of services to persons with disabilities. This mandate brings an intimate and informed 
understanding of disabilities to the commissions agenda and ultimate decisions. Coordination and 
implementation of the commission's agenda and goals continues to be handled by Jack Jones of 
the Arlington Office of Housing and Disability Programs. Cooperation between the commission 
and this office is effective and efficient. The commission continues to occupy office and meeting 
space in the Senior Center building at 20 Academy St. 

In 2001, the commission continued to focus on, and monitor, a number of ongoing, important 
access issues. The commission continues to work with the School Department regarding access 
issues, both in existing school facilities and in schools slated to be renovated or rebuilt. The 
commission also continued to work with local business to remove architectural barriers that 
would deny individuals with disabilities equality of opportunity, full participation, and economic 
self-sufficiency. Educating the community, in general, regarding disabilities is an ongoing agenda 
item of the commission. 

During 2001, the commission, in cooperation with the Arlington Police Department and 
Arlington Fire Department, conducted a town-wide voluntary survey of individuals with 
disabilities for use by the Community Safety Dispatchers in dispatching emergency services. The 
type of disability indicated by each resident that participated in the survey will appear on the 
dispatchers display when a 911 call originates from that residence. This provides useful 
information to the responding public safety department. The commission also published its third 
annual newsletter in order to provide information about projects of the commission and disability 
laws. The commission participated in Town Day for the purpose of acquainting the public with 
its role, and disseminating information about the Americans with Disabilities Act and accessible 
Town programs and facilities. Coordination and sharing of information and ideas between the 
Arlington Commission on Disability and commissions from neighboring cities and towns is 
ongoing. Resolution of citizens concerns and complaints are managed, as needed, by the 
Arlington Disability Office in concert with the commission. Follow-up is done through the 
Disability Office using available municipal offices and information. 

The 2002 agenda for the commission will continue to revolve around the very clear 
parameters of the American with Disabilities Act, with special attention being paid to improving 
the accessibility of Arlington walkways and Town owned buildings. The commission will host a 
conference on curb ramp training in conjunction with the Massachusetts Office on Disability, and 
the Massachusetts Architectural Access Board. The commission will continue to monitor 
progress being made by the Arlington School Department regarding school facilities and school 
programs. Arlington residents interested in serving on the commission should notify the Town 
Manager in writing of their interest. The commission meets on the third Wednesday of rach 
month at 4 p.m. in the conference room of the Housing and Disability Program Office located at 
20 Academy St., Arlington (the Senior Center Building). Meetings are open to the public and 
citizens are invited to attend in order to observe or voice their concerns. 
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Section 1 PURPOSE 


The following process is established and shall be followed for 
the settlement of complaints and grievances arising out of an 
allegation of discrimination or a request for an accommodation 
under the Americans with Disabilities Act of 1990. This is a 
Town policy applicable to both citizens and employees of the 
Town and does not preclude the right of the individual to file 
a complaint at either the state or federal level. 

All complaints or grievances are initiated at Step I unless 
the subject matter of the grievance is clearly beyond the 
control of the Department Head, in which instance, a complaint 
m.ay take the form of a grievance at Step II. 

The parties agree, subject to applicable law, that every 
employee or grievant may freely institute legitimate 
complaints or grievances without threats, reprisals or 
harassment by the employer or Town Official. 

Likewise, the parties agree, subject to applicable law, that 
Town Officials may freely execute the duties of their office 
without threats, reprisal or harassment by a citizen or an 
employee by the misuse of this process or any other means. 

The results and findings of all complaints and grievances 
completed at Steps I, II, III, and IV shall be reduced to 
writing and submitted to the Board of Selectmen and the ADA 
Coordinator for the record. In addition, all Step V results 
and findings shall be reduced to writing and submitted to the 
ADA Coordinator for filing. 
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Section 2 DEFINITIONS 


1 - "Aggrieved Party" /"Complainant"/"Qrievant" - is a ciLizeri, 
group of citizens, employees or group of employees or other 
interested party or parties. 

2 - "Complaint" - is the informal (unwritten) expression of 
dissatisfaction to a Department Head by an aggrieved party 
concerning either a situation or the outcome of a solution to 
a situation under the jurisdiction of said Department Head. 


3 - "Grievance"- is the formal expression of dissatisfaction 
to a Departmient Head by an aggrieved party concerning a 
situation or the outcome of a solution to a situation under 
the jurisdiction of said Department Head. The grievance shall 
be presented in writing, outlining the specific allegation(s) 
of violation(s) of or non-conformance with the Americans with 
Disabilities Act of 1990 regulations. A grievanoe shall 
contain the following information: 


a - The full name and address of the party or parties 
submitting the grievance. 

b - Identification of the Town Agency or Department 
involved. 

c - A complete scatement of the facts concerning the 
grievance. 

d - Specific references to the A.D.A. regulations alleged 
to have been violated or not in conformance. 


e - A statement of specific remedial action sought; and 


f - A reauest for a grievance meeting, if desired. 
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Section 3 


COMPLAINT PROCESS 


STEP I 


Section 
STEP II 


Department Head Appeal Level 


1. Initial Filing - The complainant shall notify the 
Department Head where and/or when the alleged 
incident occurred or the situation exists. 
Notification must be within fifteen (15) workdays of 
the date upon which the complainant could have 
reasonably been aware of the occurrence of the 
matter which gave rise to the complaint. 


The complaint shall be discussed informally by the 




;ai 




iiu n-cciu. 


five (5) workdays of the Initial Filing of said 
complaint. 


2. Notice of Decision - The Department Head shall 
notify the aggrieved party of his/her decision in 
writing within (5) workdays after discussion of the 
complaint. 


GRIEVANCE PROCESS 


ADA Coordinator Appeal Level 


1. Filing - If no satisfactory solution or 
settlement is reached between the parties at STEP I, 
such complaint shall be reduced to writing in the 
form outlined in Definition 3 above and, as such, 
the complaint becomes a grievance. 

The grievance shall be submitted for action by the 
aggrieved party to the A.D.A. Coordinator within 
five (5) workdays after the receipt of the 
Departmental decision, otherwise the matter shall be 
considered closed. 


2. Grievance Meeting - The aggrieved party may 
request a Step II grievance meeting to pursue 
resolution of the grievance. The request must be in 
writing and must accompany the Departmental decision 
as outlined in Section 2-3 above. 

3. Notice of Meeting - If a STEP II grievance 
meeting is requested, the A.D.A. Coordinator shall 
schedule and hold such meeting within ten (10) 
workdays from receipt of the grievance, unless a 
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STEP II ADA Coordinator Appeal Level (cont) 

3. Notice of Meeting (cont) satisfactory solution 
can be agreed upon prior to that time. 

All interested parties so deemed by the A.D.A. 
Coordinator shall be notified in writing of the time 
and place of the STEP II grievance meeting. 

4. Postponement - If either party is unable to 
schedule or atcend the STEP II grievance within the 
ten (10) workday period, either may, upon written 
notice to the other party, postpone the grievance 
meeting for a period not to exceed an additional ten 
(10) workdays. 

5. Notice of Decision - Within five (5) workdays 
following the STEP II grievance meeting, the A.D.A. 
Coordinator shall notify the aggrieved parties of 
the decision in writing. 

6. Accelerated Decision - If no STEP II grievance 
meeting is requested, the A.D.A. Coordinator shall 
notify the aggrieved party of the decision in 
writing within ten (10) workdays after the receipt 
of the STEP II grievance. 

STEP III Self-Evaluation Team Appeal Level 

1. Filing - If no satisfactory solution or 
settlement is reached between the parties at the ADA 
Coordinator Appeal Level, the aggrieved party may 
submit such grievance to the Self-Evaluation Team 
within five (5) workdays after the receipt of the 
STEP II decision, otherwise the matter shall be 
considered closed. 

2. Grievance Meeting - The aggrieved party may 
recuest a Step III grievance meeting, to pursue 
resolution of the grievance. The request must be in 
writing and m.ust accompany the ADA Coordinator's 
deoision as outlined in Section 2-3 above. 

3 . Notice of Meeting - If a STEP III grievance 
meeting is requested, the Self-Evaluation Team shall 
schedule and hold such meeting within ten (10) 
•workdays from receipt of the 
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STEP III Self-Evaluation Team Appeal Level (cont) 

3. Notice of Meeting (cont) grievance, unless a 
satisfactory solution can be agreed upon prior to 
that tirne. 

All interested parties so deemed by the Self- 
Evaluation Team shall be notified in writing of the 
time and place of the'STEP III grievance meeting. 

4. Postponement - If either party is unable to 
schedule or attend the STEP III grievance meeting 
within the ten (10) workday period, either may, upon 
written notice to the other party, postpone the Step 
III grievance meeting for a period not to exceed an 
additional ten (10) workdays. 

5. Notice of Decision - Within five (5) workdays 
following the STEP III grievance meeting, the 
Self-Evaluation Team shall notify the aggrieved 
parties of the decision in writing. 

6. Accelerated Decision - If no STEP III grievance 
meeting is requested, the Self-Evaluation Team shall 
notify the aggrieved party of the decision in 
writing within ten (10) workdays after the receipt' 
of the STEP III grievance. 

STEP IV Town Manaoer Appeal Level 

1. Filing - If no satisfactory solution or 
settlement is reached between the parties at the 
Self- Evaluation Team Appeal Level, the aggrieved 
party may submit the grievance to the Town Manager 
or designated representative for action within five 
(5) workdays after the receipt of the STEP III 
decision, otherwise the matter shall be considered 
closed. 

2. Grievance Meeting - The,aggrieved party may 
request a Step IV grievance meeting to pursue 
resolution of the grievance. The request must be in 
writing and must: accompany the Self-Evaluation 
Team's decision as outlined in Section 2-3 above. 

3. Notice of Meeting - If a STEP IV grievance 
meeting is requested, the Town Manager or designated 
representative shall ■ schedule and hold such meeting 
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STEP IV 


Town Manager Appeal Level (cont) 


3. Notice of Meeting (cont) within ten (10) workdays 
from receipt of the grievance, unless a satisfactory 
solution can be agreed upon prior to that time. 

4. Postponement - If either party is unable to 
schedule or attend the STEP IV grievance meeting 
within the (10) workday period, either may, upon 
written notice to the other party, postpone the Step 
IV grievance meeting for a period not to exceed an 
additional ten (10) workdays. 

5- ITotics of Dsci.si.oii ■" Witiii-n fi_v 0 (5) v*'cir}cci3.‘^’’s 
following the STEP IV grievance meeting, the Town 
Manager or designated representative shall notify 
the aggrieved party or the deexsion xn wrxtxng. 

6 . Accelerated Decision - If no STEP IV grievance 
meeting is requested, the Town Manager or a 
designated representative shall notify the aggrieved 
party of the decision in writing within ten (10) 
workdays following the receipt of the STEP IV 
grievance. 

STEP V Board of Selectmen Appeal Level 

1. Filing - If no satisfactory solution or 
settlement is reached between the parties at the 
Town Manager Appeal Level, the aggrieved party may 
submit the grievance to the Board of Selectmen for 
action within five (5) workdays after receipt of the 
STEP IV decision, otherwise the matter shall be 
considered closed. 

2. Grievance Meeting - The aggrieved party may 
reauest a Step V grievance meeting to pursue 
resolution of the grievance. The request must be in 
writing and must accompany the Town .Manager's 
decision as outlined in Section 2-3 above. 

3. Notice of Meeting - If a STEP V grievance meeting 
is requested, the Board of Selectmen shall schedule 
and hold such closed meeting within ten (10) 
workdays from receipt of the grievance, unless a 
satxsfactcry solution can be agx'eed upon pi'ior to 
that time. 
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STEP V 


Board of Selectmen Appeal Level (Cont) 

4. Postponement (cont) - If either party is unable 
schedule or attend the STEP V grievance meeting 
within the ten (10) workday period, either may, upon 
written notice to the other party, postpone the Step 
V grievance.meeting for a period not to exceed an 
additional ten (10) workdays. 

5. Notice of Decision - Within ten (10) workdays 
following the STEP V grievance meeting, the Board of 
Selectmen shall notify the aggrieved party of their 
decision in writing. 

6. Accelerated Decision - If no STEP V grievance 
meeting is requested, the Board of Selectmen shall 
notify the aggrieved party of their decision in 
writing within ten (10) workdays following the 
receipt of the STEP V grievance. 

7. Finality of Decision - The decision of the Board 
of Selectmen is final and binding. No further 
internal appeal process shall be considered. 


S 



TOWN OF ARLINGTON MASSACHUSETTS 

OPEN SPACE PLAN/SECTION 504 SELF EVALUATION 
A Study of Access to Open Space and to Recreation Programs for People with Disabilities 
Town Administrative Responsibilities, Program Accessibility/Transition Plan, and Employment 


£/) 

CD 

C35 

0 

O) 

O 

T“ 

*~ 


o 

sz 

ro 

o 

i— 

k_ 

D- 

CO 




O 

^ 5 

r. E 

Clfi 

o > 
o 

.5 Q. 
u E 
< . 

o -E 
■— u 

.1 3 

— c. 

^ •= 
2 = 
•o " 

^ i 

t3 CB 

.1 I 


lP • — 


C. 

• c 

O 

£ 

.52 
w S 
w E 

c o 

•p Vi 

£ H 
E •£ 

u ^ 
= i= 
o 

n w 


(/> S t) 
^ .2 o 

•- s a. 

CCS 

£ o ? 
oo rj ® 

■M ^ ZS 

w 5 1C 

O £ C 
£ u o 

2 g-i 

— ^ u 

- w w 

s A := 

.£ ®“ • 

« £ o 
^ — c 

A iM 
> O O 
D) V c t> 
fT! IS D ♦a 

:= 8 o 1 

C ■£ 3 ^ 

'E.'i =. s 

t._ C «) <B 

O .2 = « 
c!> ^ 

^ a.-§ ^ 

® P "D 

£ U v> A 

t> .£ S 

^ ~ ^ u 
.s o c 

w ^ s. s 


cn 


m 


w -t- 

® s ^ 


.5 w 


Section 504 Self Evaluation - A "Section 504" evaluation refers to the National Rehabilitation Act of 1973, public law 93-112, as amended, and the Department 
of the Interior Regulations 43 CFR 17, Subpart B. All cominunitics arc required to conduct a self-evaluation on all their facilities and programs. In addition, all 
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Formalize and publicize the town policy of creating access for people with disabilities at every developed, redeveloped, or improved site 

Develop and coordinate a uniform signage sysfem (to guide and inform) at all major open space sites 

Publish (in the Arlington Advocate newspaper and other media) information on means of transportation to open space sites. 
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'vision 2020 is a broadly based, planning partnership of townspeople, town Icndcrsbip and town staff. It has nine (9) Task Groups. 


SECTION 504 SELF-EVALUATION 
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Recominendaliorts for remedying minor shortcomings for Part I concerning notification requirements, are noted at the beginning of each section in a shaded and 
framed textbox. Pari II contains a transition plan, which is a capital improvements plan that will remedy access shortcomings for parks and playgrounds. No 
shortcomings were noted In Part III. 
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Provision of Municipal Servlets; Jl Is ihe policy of the rotifi of Arlington to provide municipal servlets, Including access to all municipal facilities, tvltiwut regard lo race, color, religion, 
national origin, see, age, or disability. 



willi, and llic provision of opportunity for, people with disabilities. 
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Trailtiltg on Noudiscriutinadon- Periodically, training is held to educate department heads and others on applicable AA/ADAAiOE legal requirements. 
The Afnrmativc Action Plan has a section on training. Sec Attachment //l-3b. In June of 1992, the AfTinnalivc Action Advisory Committee held training 
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0.) TDD - Telecommunications for the Deaf 

I 

The lown’s 911 emergency Iclcphonc line is equipped so that pcopic with language disabilities can communicate with emergency personnel. In addition, wiren 
lire ADA Coordinator was also the Director of the Council on Aging, a TDD line was installed in that office space. Since then, the location of the coordinator has 
changed to a dirferent part of the building. The telephone wiring is not currently suited to operation of this Iclcphonc line. This is a problem (hat will be remedied 



C.) Sign Language Interpreters 
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The Commission on Disabilities has recently acquired software for a "talking computer". This is located in their offices at the Central School Building. Installed 
and operational is an elcct^^onic scanner that will be used in conjunction with spcciali^cd software. On March 14, 1996, the scanner and the computer with the 
new software was demonstrated to town employees and officials. This software translates computer text into spoken words that the vision-impaired will be able 
to hear. Tliis will make communication much easier. 
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* telephone conversation with Susan Drent, Chairwoman of the Conservation Commission, March 22, 1996. 
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Facility Inventory and Transition Plan 
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SITE EVALUATION MATRIX _ | , TRANSITION PLAN 
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OFFICE OF THE TOWN MANAGER 





Donald R. Marquis 


730 Massachusetts Avenue 

Town Manager 

‘Slnfnn nf ^rlntgtmr 

MASSACHUSETTS 02174 

Telephone 646-1000 
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I September 14, 1995 
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NIr. John Jones 

Director of Rehabilitation and Weatherization 
do Menotomy Weatherization 
20 Academy Street 
Arlington, Massachusetts 02174 

Dear Mr. Jones: 


Effective immediately, I am hereby appointing you the ADA Coordinator for the 
Town of Arlington. 

It is my understanding that you, in collaboration with the other staff in your office, 
will aptly service the Town and citizens in compliance with the Americans with Disabilities 
Act (ADA). 


Thank you very much for taking on this imponant assignment. 

Very truly yours, 



Donald R. Marquis - 
Town Manager 


DRM:mc 
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TOWN OF ARLINGTON 


BRINGING DOWN BARRIERS: 

A MANUAL ON DISABILITIES ISSUES 
For Appointing Authorities, Department Heads, 
Division Heads, and Other Supervisors 


June 1992 


CONTENTS 
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INTRODUCTION 

A. ATTITUDINAL BARRIERS 

B. LEGAL REQUIREMENTS 

B-1 Federal & State Laws and Regulations 

B-3 Section 504 

B-4 Americans with Disabilities Act 

C. EMPLOYMENT 

C-1 MCAD Guidelines on Employing 
People with Disabilities 

C-5 How to Supervise Employees 
with Disabilities 

D. REASONABLE ACCOMMODATIONS 

D-1 Employment 

D-5 Access to Services, Programs, 
and Meetings 

E. RESOURCES 

E-1 State and National Agencies 

E-3 Materials Available in the 

Town's Affirmative Action Office 


THIS MANUAL WAS PRODUCED BY 
TOWN OF ARLINGTON AFFIRMATIVE ACTION COMMITTEE 
WHICH IS SUPPORTED BY COMMUNITY DEVELOPMENT BLOCK GRANT FUNDS 



NOTE: THIS MANUAL WAS USED FOR A HALF DAY SUPERVISORY AND MANAGEMENT 
TRAINING SESSION ON ADA 


June 1992 


To All Town Appointing Authorities, Department Heads, 
and Other Supervisors: 

The Affirmative Action Advisory Committee is pleased to present 
BRINGING DOWN BARRIERS, a manual on disabilities issues, prepared 
especially for you. We believe you will find this information 
valuable for several reasons: 

■ The Town, as an employer, as a local government, and as a recipient 
of federal funds, is subject to federal and state legislation 
banning discrimination in employment and in the provision of 
services and programs, on the basis of disability. 

■ There are now 13 million disabled persons of working age in the 
United States. The Department of Labor projects that, in the coming 
decades, increasing numbers of people with disabilities will enter 
the workforce. 

■ It is possible that one or more of the employees now in your 
department have some sort of disability (which may be invisible) . 

The adoption of a new federal law has increased individuals' 
awareness of their rights. People who never asked for accommodation 
before may feel empowered to request assistance now. 

■ On any day, at any time, a current Town employee could become 
permanently or temporarily disabled am.d therefore come xinder the 
protection of the non-discrimination laws. 

For all these reasons, it is essential that you know your legal 
obligations and learn when and how to make reasonable accommodations. 
This manual is designed to get you started. 

We urge you to read through this manual now and to retain it for 
future reference . If you have questions about anything in the manual, 
or if you would like additional material, please call on the Town's 
Affirmative Action Officer. 


Sincerely, 


James A. Webster, Chair 
Affirmative Action Advisory Committee 




Arlington Commission on Disability 
27 Maple Street 
^lington, MA 02174-4967 


I-' 


you need access assistance please contact the office staff. 


Municipal Parking Lot 

MBTA Bus Slop. 

Footpath. 






Arlington's Vision 2020 is a broadly based, 
easily accessible partnership of townspeople, 
town leadership and employees. 

With an appreciation of Arlington's past, it is 
dedicated to ensuring that issues which are 
important to Arlington's future, both long and 
short term, are studied, acted upon and resolved 
through a timely process which is collaborative 
and fact-based, and whenever possible, 
creative and strategic. 

Vision 2020 Task Groups 

Community & Citizen Service Task Group 
Diversity Task Group 
Education Task Group 
Environmental Task Group 
Culture & Recreation Task Group 
Communication Task Group 
Fiscal Resources Task Group 
Governance Task Group 
Business Task Group 

For information or to join Vision 2020 Task Groups, 
contact; 

Vision 2020 

Robbins Memorial Town Hall 
730 Mass Ave • Arlington, MA 02174 
or call Jane Howard at 648-1936 


The DIVERSITY TASK GROUP 
welcomes everyone interested in 
working to promote and support 
diversity in Arlington. 

For more information or to join the 
DIVERSITY Task Group, contact 
either of the co-chairs: 

Emily Sample Miriam Stein 

643-9005 648-0255 


or, complete the form below 
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Diversity 
Task Group 



We value the diversity 
of our population. 

Our Town's mix of 
ethnic, religious and cultural 
backgrounds, as well as 
economic and personal 
circumstances, enriches us all. 

We will be known for the 
warm welcome and respect 
we extend to all. 


... from the Goals for the Town of Arlington By-Law, 
Town Meeting, 1993 



A PROUD PAST 
A FOCUSED FUTURE 






Work of the 
Diversity Task Group 


Who We Are 


^ Promoted the establishment of 
the Arlington Human Rights 
Commission 

Collaborated on a religious 
diversity workshop for Arlington 
Public School teachers 

^ Co-sponsored a "Diversity in 
the Schools" forum 

Created a Diversity Calendar 
which appears weekly in 
The Arlington Advocate 

Conducted diversity training 
for Task Group members 

❖ 

Continuing to develop the 
Profiles in Diversity public 
education project 

Maintaining on-going discussions 
with Arlington School Department 
administrators re; diversity issues 
in the schools 

Monitoring and promoting 
Affirmative Action hiring in the 
Town and school workforce 

❖ Addressing the availability of a 
diverse spectrum of books and 
materials in Arlington libraries 
and bookstores 

4- Offering mumal support at monthly 
meetings and social gatherings 


The DIVERSITY TASK GROUP is 
composed of a variety of people who 
volunteer their time to promote and 
support diversity in Arlington. We 
define diversity as broadly and as 
inclusively as possible, to include race, 
color, religious views, national origin, 
gender, age, citizenship, ancestry, 
family/marital status, sexual orientation, 
ability/disability, source of income, 
military status. 

Goals of the 
Diversity Task Group 


We want Arlington to be known for its 
warmth to all who choose to live, work, 
or simply be in the Town. We seek to: 

Create an atmosphere of acceptance 
in the community 

Influence Arlington institutions and 
groups to respect and incorporate 
diversity in practice as well as in 
policy 

^ Inform people who live or work 
in Aurlington about issues related 
to diversity 

Increase the diversity of the Town 
and school workforce 



